
 

           IN REPLY REFER TO  

        ACQ/SP-CM 
                  12 Feb 02 
 
 
MEMORANDUM FOR NAVFAC ACQUISITION PERSONNEL 
 
Subj: INVOICING PROCEDURES (02-06) 
 
Ref: (a) P.L. 104-106, National Defense Authorization Act for FY 1996 
 (b) DoD FMR, Vol., Ch. 33 (www.dtic.mil/comptroller/fmr/) 
 (c) NAVFACENGCOM memo ACQ/ASP of 23 Jan 01 (01-01) 
 (d) NAVFACENGCOM memo ACQ 021 of 6 Feb 01 (01-04)   
 (e) NAVFACENGCOM memo ACQ/ASP of 8 Feb 01 (01-06) 
 
Encl: (1) ASN (Financial Management and Comptroller) ltr of 23 Aug 99 
 (2) NAVFAC Form 7300/32, Prompt Payment Certification and Deduction  
 (3) NAVFAC Form 7300/30, Contractor’s Invoice, Rev. 01/02 
 (4) NAVFAC Form 7300/31, Contract Performance Statement, Rev. 02/01 
 (5) Invoice Certification Checklist 
 
1.  Reference (a) resulted in requirements established in reference (b) for the appointment of 
Certifying Officials and Accountable Officials responsible for proper processing of contractor 
invoices.  In addition, initiatives are underway to implement legislative requirements for 
electronic invoicing processing and payment.  Therefore, it is imperative that we establish 
consistent business practices for invoice processing. 
 
2.  Effective immediately, the EFD/A Director of Acquisition will implement the requirement 
for Certifying Officials and Accountable Officials.  Pursuant to reference (b), EFD/A Directors 
of Acquisition shall appoint in writing Certifying Officials for the purpose of certifying 
contractor invoices for payment.  Enclosure (1) provides samples for the appointment and 
acknowledgement of appointment for Certifying Officials and Accountable Officials.  
Certifying Officials must hold a supervisory/team lead position and be a warranted 
Contracting Officer, such as Supervisory Contract Specialist, ROICC, or DROICC.  In 
addition, it is recommended that the Certifying Official be APC, Level III DAWIA certified. 
 
3.  Subsequent to receiving appointment as a Certifying Official, all such persons shall 
appoint Accountable Officials in accordance with the guidance in reference (b) and enclosure 
(1). 
 
4.  Enclosures (2) through (4) are provided for immediate implementation and use on an 
interim basis until the electronic invoicing process is fully implemented via the Wide Area 
Workflow program.  Subsequent to references (c), (d), and (e), there has been considerable 
controversy regarding certification language on the NAVFAC Form 7300/30.   
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Subj: INVOICING PROCEDURES  
 
The certification language previously provided in references (c), (d), and (e)  
has been modified as set forth in enclosure (2).  Therefore, enclosure (2) shall be utilized for 
all invoices.  Enclosure (5) is a document from the Business Management System (BMS) 
that contains instructions for completion of enclosure (2), and it is provided for use as 
deemed appropriate.  In addition, enclosures (3) and (4) are provided for use as appropriate. 
 
5. If you have any questions, please contact Ms. Janice Gurganus at (202) 685-9152; DSN 
325-9152; e-mail:  gurganusjl@navfac.navy.mil. 
 

                                     
 

MICHAEL F. HOWARD 
Director, Acquisition Strategic Programs 
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